Welcome to the
Commonwealth of Virginia

Online Employment System
Applicant Tutorial




Online Employment System Training
for
Commonwealth of Virginia Applicants

This presentation will take approximately 20 minutes.

Click on your mouse to go to the next slide
OR click on the » | box at the bottom of each page.

To go back a sh
click on the &| box.




Section 1:

Getting Started

After reviewing this tutorial, you will be able to use the system to:
1) Learn about opportunities at the Commonwealth of Virginia

2) Complete an application for employment

3) Apply for specific position(s)

4) Attach a resume or other document to your application for each
position

5) Log in to the site to view your status for each position to which
you have applied




Items To Gather Before Beginning Your Application:
1) Your complete education, reference, and employment information

2) An electronic (either Microsoft Word or PDF) copy of any document (such
as a resume) you wish to attach to your application.

Helpful Hints:

1) Do not use your browser's "Back", "Forward" or "Refresh" buttons to
navigate the site. This may cause unexpected results, including loss of
data or being logged out of the system. Please use the navigational
buttons within the site.

2) To protect the security of your data, the system will log you out if it
detects no activity for 60 minutes. This will cause ALL the data you entered
during that session to be lost. Please do not leave your computer for more
than 60 minutes while completing your application for employment.

Now, You're Ready To Begin The Tutorial!




STEP 1 — Creating Your Login ID

HOME

SEARCH POSTINGS
CREATE APPLICATION
LOGIN

DEPARTMENT OF HUMAN
RESOURCE MANAGEMENT

* AGEMCY LIST

nstate government: = 8

MLSihialastaen .

Temitic
Welcome to the career site for
the Commonwealth of Virginia!

New Users

» To search positions, click the Search Postings link at left.
» To apply for a job, click the Create Application link at left, then follow the directions.

Returijng Users

o Click Login, and enter your username and password

» This §nables you to:
o Yedit your existing application.
o ANply 1o new jobs without re-entering your application information,
o ReNew the status of positions you have applied to.

If you have questiond, please email the Human Resources department at rmsinquiry@dhr m.virginis.goy,

If you have technical quistions about this website, support is available Monday through Friday (excluding
major holidays) from 8:08 am to 5:00 pm Central time, Please call B66-329-1243 or send an email,

Click the “Create Application” link
to select a User Name and
Password and to create your
application.

S| @ Internet




Creating Your Login ID (cont.)
Select User Name and Password:
Select User Name:
Samplename
Use between 6 and 20 letters ar I Create a User Name
nurnbers,
Password:
Use between & and 20 letters or I Rtk
numbers, Create a password — you will type
this word twice, but only *** will
appear to protect your security
Re-enter Password: | e —
CONTIMUE TO PAGE 1 OF APPLICATION -
T 7 Security Information
CANCEL I <«—] Or click here to After typing your
cancel. information, click the
“continue” button to go
iEj to the next page.




Creating Your Login ID (cont.)

Password Retrieval Setup

Yfou will need your user name and password to check the status of vour application ar apply for ather

pasitions the next time you visit the site,

Before beginning vour application, please enter a question and answer that anly you know, If you forget
your pazsword when refurning to the site, the system will reset it once you answer this question

correctly,

This question and answer will nat be part of yaur employment application,

The question and ansiwer are case-sensitive,

*Requited information is denoted with an asterisk,

Your Question and Answer

+ Please enter a question (g.g. What s
iy mother's maiden name?):

what is my pet’s name

Type a question to
which you will
easily remember
the answer.

+ Please enter the answer to your

: Spot
question:

CONTINUE TO NEXT PAGE >3

<

\

Type the answer
here.

ﬁj Diane

Click here to g
the next page.

oto

|_ |_ r @ It




Creating Your Application

VIl’SlﬂlaJ oS
This process consists of seven =
separate “pages” (or web pages)
of information. Each page will also

have information that you may it Application
need to “scroll down” to access.

Friday, Julv 14, 2006

rmation: Page 1 of 7

<< SAVYE AMD RETURN TO PREVIOUS JI SAVYE AND CONMTIMUE TO MEXT ==

Any changes you make to your application will ng
already applied.

To scroll down the page, use your
*Required information is denoted with an asterisk, mouse and the “SCI’O|| ba I‘" here (OI’

simply press the “"Page Down” key on
e

* First Mame: |

Middle Mame: i

* Lask Mame: |

Suffis: |
examples: Jr., Ph.C., 1.0,

B [ b e

é ‘ Internet




Creating Your Application (cont )

VIl’glﬂla J ObS

. oVern
L= EF e e —
When will you be available bo skart
wiork?

e Eha el he You may quit the application process at any

a5 S00n a5 wol give bwo (21 weeks

rotice.) time by clicking the “EXIT" button, however
Educationsi [nformatian NONE of your data will be saved.

| Mo Response % |

Indicate highest grade completed
i(grade school and high school)

If vou did not complete high schoal, do i i
wou have a high school equivalency O ves O Mo Once you have Completed this SeCtlon’

diplama? click here to go to the next page.

Indicate numl:!er of wears of post high Mo Resporse v I
school education 4

*Required information is denoked with an asterisk,

=< SAYE AMD RETURN TO PRE¥IOUS SAVE AND CONMTIMUE TO NEXT ==

SAYE AMD S5TAY OMN THIS PAGE

MOTE: To protect the security of your application information, please logout of the site and close your browser window when
you are finished.

2] Done S @ nternet




Creating Your Application (cont.)

)/irginia J ObS

Sl - PR A it

+ Welcome Testing, PeopleAdmin. You are logged in. Fridaw, Juky 14, 2006

View/Edit Application

Personal Information: Page 1 of 7

<< SAYE AMD RETURN TO PREYIOUS “ SAYE AMD CONTIMUE TO NEXT ==

Any changes you make to your application will not be updated to jobs for which you have
already applied.

*Required information is denoted with an askerisk,

Personal Information

* First Name: | Questions with asterisks next to

e \ them are required questions and
- must be answered to continue to
the next screen.

* Last Mame;

S s |

examples: Jr., Ph.D, 1.0,

ok SIS EREN I

@ Done é ‘ Inkernet




Error Messages

rSiniajobs

» Welcome Testing, PeopleAdmin. You are logged in. Fridaw, Julw 14, 2006

View/[Edit Application

Personal Information: Page 1 of 7

*  This page has errors that must be corrected before you may continue. Please correct

these errors before proceeding.
<< SAVE AND RETURN TO PRE¥IOUS SAVE AMD CONTIMUE TO MEXT =3

If you‘ve forgotten to complete any
already applied. “required fields,” you will get an
error message at the top of the

page.

Any changes you make to your application will not be updated to jg

*Required information is denoted with an asterisk.

Personal Information

Firsk Mame:

@ This is a required Field, Please
complete Field before continuing.

Middle Mame:

#&] Done 2 & Intermet




Error Messages (cont.)

"aJ obs

V12 W 1 =yR]8

Personal Information: Page 1 of 7

! This page has errors that must be corrected before you may continue. Please correct

these errors before proceeding.

=< 5AVE AND RETURN TO PRE¥IOUS ]I S5AYE AND CONTIMUE TO NEXT ==

Any changes you make to your application will not be updated to jobs for which you have
already applied.

The “required fields” that you
need to complete will be
Personal Information h|9h|lghted in YE||0W.

*Reguired information is denoted with an asterisk,

First Mare:

+*
@ This is a required field, Please
complete field before continuing.

Once you have corrected each question click

“Save and Continue to Next” button to proceed to R
the next section.




Creatmg Your Application — Voluntary Informatlon

|r|a J ObS

bl S LS
ML H 1] gl (F N LF L

crament =

The information requested below is used to assist us in our compliance with Federal/State equal
employment cpporunity record keeping and reporting. Your responsg is wolintary and will not bhe 1ised 0

any weay 1o determine your eligibility for employment, Page p) dlSpIays our V0|untary Demographic
*Required information s denoted with an asterisk, Data screen. The information in this section is

voluntary, but is greatly appreciated — your
information will remain anonymous and is

Indicate the appropriake gender: ) Female (0 Male (50 Mat used for report|ng purposes onlyl

(%) Mot Disclosed - - -
S L The information you enter on this

O Black (incudes Jamaican, Bshd ~ SCF@eN Will have absolutely no bearing
Iru:!iu:ate I:h_e rau:_ial or ethnic group with  nok Hispanic or Arabian descent) on a ny emp|0ymel‘lt- related decision .

wihiich you identify: O Hispanic {includes persons of M
American or other Spanish origin or

) asian & ssian american inced, VVNEN ready, click the Save and Continue to
© American Indians (includes Ala Next button to continue your application.

Indicate the highest lewel of education iNu:ut Disclosed
wou have completed: L e

: ..
Please indicate wour date of birth; | | BRSO Y'Y -0 MM-DD-YYYY

*Required information is denoted with an asterisk,

<< 5AYE AND RETURN TO PRE¥IOUS | I SAYE AMD CONTIMUE TO NEXT =2+ I

@ Done é ﬂ Internet




Creatmg Your Application — Educatlon

Vlrglnla Jobs

= - = . --_._..ﬂ

« \Welcome Testing, PeopleAdmin. You are logged in,

Friday, July 14, 2006

View/Edit Application

Educational History: Page 3 of 7

the bottorn of the screen,

existing entry, click the Delete link for that enfry.

Mo Records Found

| appnNEwWENTRY |

Please enter your education history, starting with High School. Include Yocational Schoal, College and
Graduate School if applicable. When finished, click on the Sawve and Continue to Next Page> > button at

To add a new Enfry, click the Add New Entry Bution Below. To view more details about an existing enfry,
click the Wiewr link for the entry, To edit an existing entry, click the Edit link for that en

On Page 3, you will list your

educational experience. Click

on the Add New Entry button
to begin the process.

<< SAVYE AND RETURN TO PREVIDUS | I

SAVE AMD CONTINUE TO NEXT ==

EXIT |

|2| ﬂ Internet




Creatmg Your Application — Educatlon (cont )

Il’lﬂla_jobs

RE0] opportunitics in state

new enfry at this time, click Cancel.

* Required information is denoted with an asterisk,

Name of For each entry in your

College /University /Yocational i . . .
School: educational history, you will
City: | need to fill out the requested

Skake (enter MA if a nom U5, | J information .
address): i |

! Mo Response

Counkry:

CreditfHours:

Minar (f applicable);

Deqgree (f applicable):

Major or Specialty (if applicable):

Beqgin Date: | ?' 1 | ()

End Date (leave blank if still = ; |

attending): |y

| AppENTRY |

NOTE: you can click "Cancel” at any time to
| go back.

@ Done é ﬂ Internet




Creating Your Application - Employment

Vlrglnla Jobs

— L __.Lz_;"

Crnmer

+ Welcome Testing, PeopleAdmin. You are logged in. Fridaw, July 14, 2006

View/Edit Application On Page 4, you will list your

work and/or full time teaching
experience.

Employment History: Page 4 of 7

Starting with your oldest experience, describe ALL paid, military and applicable valunt
Highlight your knowledge, skills and abilities which best demonstrate your qualificatior
may list significantly different jobs within the sarme organization as separate items. Tq If you dO nOt_ h_ave Complete
infiormation, click the ADD MEW EMTRY button, \When finished entering each job, click access to this mformatlon ;

Continue adding your job history by clicking ADD NEW ENTRY, When finished, click on .
0 Next Page>> buttan, please gather it before

To add a new Entry, click the Add New Entry Button Below, To view more details ab beginning this process.
click the Yiew link for the entry, To edit an existing entry, click the Edit link for that e
existing entry, click the Delete link for that enfry,

Mo Records Found

T

| AappnNEWENTRY |

<< 5AYE AND RETURN TO PRE¥IOUS SAYE AND CONTINMUE TO NEXT ==

é ﬂ Internet




Creating Your Application — Employment (cont.)

\/irgiNidjolbs

S—— =

Add New Entry

To add a new enfry, complete the following fields and then click Add Entry. If you do not wish to
add a new entry at this time, click Cancel.

P e

* Required information is denoted with an askerisk,

Once you have entered all of
| the requested information, click
Employer Name: l_ the Add New Entry button.

Ciky:

Job Title:

State (enter MA iF a non LS.
address):

.ND Response

Counkry:

Phore:

Hoursfiveek;

Type of Business:
Supervisar Mame:

Starking Salary:

Maosk Recent/Ending Salary:

Eedqin Dake:

&] Dore S @ Internet




Creating Your Application - References

\/Irglﬂlaobs =

_.ah_... h_-a____.;i_-n!-r__-‘.- E

« Maw we conktack wour present O ves O no O Mot currently employed (¥ Mo Response

supervisor? () oinby i being considered as finalist

References

Mame of Reference:

On Page 5 you will list your
B reference information.

Phorne Murmber:

(Format: o) If you do not have complete
E il Rdcke sz, access to your reference
Relationship: contact information, please
e gather it before beginning this
process.

Address;

Phone Murmber:
(Format: xxx-xxy-xxxxl

E-rnail Address:

Relationship:

Mame of Reference:

Address:

Phorne Murmber:
(Format: xxx-xxy-xxxxl

&] Dare S & Interret




Creating Your Application — Additional Information

Virginiajobs

. A R e e i,

« \Welcome Testing, PeopleAdmin. You are logged in, Friday, July 14, 2006

View/Edit Application

Criminal History: Page 6 of 7

On Page 6 you be prompted to

If you answered "ves" to the conviction question on the previous page, please provide enter your Criminal HiStOI’Y.
infor mation for your convinction(s),

If you answered "No," please press the button labeled "Save and Continue to the Next Page."
To add a new Entry, click the Add New Entry Button Below, To wiew more details about an existing entry,
click the Viewr link for the entry, To edit an existing entry, click the Edit link for that entry, To delete an
existing entry, click the Delete link for that enfry.

Mo Records Found

| ApDNEWENTRY |

<< SAYE AND RETURN TO PREYIOUS | I SAYE AMD CONTIMUE TO NEXT ==

EXIT |

S & Internet




Creating Your Application — Page 7

Virginiaj oo

el il . = = -

sate .,“?ﬁhtﬂﬁ!.:_n‘ e
z = Ay =it

*Required information is denoted with an askerisk,

Additional Information

Mewspaper (name) |

_ Page 7 — You will asked to
Radio/TV¥ {name) | . .
v enter Additional Information
State RMS Site including your Licenses.

Agency Bulletin Board

Howe did wou hear about this
opporkunity?

O
L]
"
L]
"
L]

Other (please specify) |

IJse this space for any additional
information yau think wauld help us
evaluate ywour application, including
kraining, seminars, workshops, and
special achievements or specialized
skills:

Computer Skills (hardwaresoftware); |

Licenses

License (to include driver's), certificate or other authorization to practice a frade or profession.

Type: | |

License Murnber: | |

Granted by (licensing board): | |

@ Done é ‘ Inkernet




The Online ‘Consent’ Form
S h

”aJ ob

e L e e i SR

+ Welcome Testing, PeopleAdmin. You are logged in. Fridaw, July 14, 2006

View Application Summary

Or click here to go back and
make corrections.

Edit My Infor mation

(&) Wiew Application

Application Status

I hereby certify that all enfries on both sides and attachrments are frue and complete, and [ agree and
understand that any falsification of information herein, regardless of time of discovery, may cause
forfeiture on my part of any employment in the service of the Commonwealth of Yirginia. I understand
that all information on this application is subject to verification and I consent to criminal history
background checks. I also consent that you may contact references, former ermployers and
educational institutions listed regarding this application. I further authorize the Commonwealth to rely
upon and use, as it sees fit, any information received from such contacts. Information contained on
this application may be disseminated to other agencies, nongovernmental organizations or systems on
a need-to-know basis for good cause shown as determined by the agency head or designee.

® Certify changes and save application

CAMCEL “ CONTINUE I

You will electronically “sign” your
application by clicking here.

Personal Information: Page 1 of 7

|Persunal Information

é ‘ Inkernet




Search Postings

gmla Jobs .

HOME

SEARCH POSTINGS

;tm

+ Welcome Applicant, Sample. You are logged in. Fridaw, July 14, 200

APPLICATION STATUS

EDIT APPLICATION

PREYIEW APPLICATIOM

CHANGE PASSWORD

LOGOUT

DEPARTMENT OF HUMAM
RESOURCE MANAGEMEMT

®* AGEMCY LIST

Application Status

The table below lists the positions you have applied to.

After finishing your application,
s Toremove your application from consideration for ; ;
Application link for that position, you will aUtomatlca"y be taken

(Note: If you withdraw your application, you| t0 an Application Status Screen,
position again]). - .
click on the Search Postings
You have not applied to any positions. P| button to search open positions
by clicking Search Postings, viewing the or Preview Application to view
position, and applying for that position. ..
your completed application.

NOTE: To protect the security of your application information, please logout of the site and close your browser windom
when you are finished.

é ﬂ Inkernet



Reviewing Your Application

Commonwealth of Virginia

An Egual Opportunity Emplaoyer

Application for Employment

Hequi-ﬂi:ticun -r\-lum-ber: Job Title:
HiA

_ Clicking the “Preview Application” button will
Personal Information W - "
e— ATEE— open a new “window” on your computer
il screen displaying your completed application

Address: City:

123 Main st Howhere in a printer friendly format.

Country: Primary Contact Alternate Cortact Cther Contact Email Address:
u.s. Mumber: Mumber: Fumber:

Check which shift you wwill accept: Spec:ify =hift Hnurs:
X Day Ewvening Right Rotating ‘Weekends

Check all employment statuses yvou will accept: If Part-Time, specify:
X Full-time Part-time Hourly Avage WWeekends

Are you willing to accept employment which requires vou to travel”?

Mo X ez, during the Yes, occasionally ez, fregquently Weekends
day only overnight overnight

Indicat-e the geographic Inca‘t_inns in Whi;:h oL are Wi-lling to wweork.
Al Central X Marthern Hampton Southweest Southzide
“irginia irginia Roads Wirginia “irginia

Are you wwilling to provide your owen transportation it necessary  |For purposes of compliance with The Immigration Reform and
for your employment ?: Control Act, are yvou legally eligible for employment in the United
Statea

#&] Done £ & Internst




Section 2:

Applying for a Position

Step-by-step instructions

on how to apply for positions

Now that you have
completed your application,
it's time to begin applying
for position(s).




Step 3: Applying For A Position

VlrgllaJOb : | You begin the process by

e P e e

Sategoversment| L searching for a posting.

i o T T T e SRR

HOME A
SEARCH POSTINGS + Welcome Applicant, Sample, You are logged in, Friday, July 14, 2006
APPLICATION STATUS
EDIT APPLICATION

1], N APPITCATINON

You can search categories using
a “‘drop-down” box.

Search Postings

i search criteria below, You may view all open postings by nat specifying any search criteria and clicking on the

. DEPARTMENT OF HUMAN
RESOURCE MANAGEMENT | 5earch Postings

* AGENCY LIST |

Working fdiunck Accounting Faculky v | Role | 4
THe Title b

Type of
Recruitment | Any fgency
Drefinition

| Ay

® A Ol

IobType | Any Location Eamptf'”k
CCOMaC

Alberta

lleghary

I SEARCH I CLEAR RESULTS

¢

[2] ﬂ Internet




Applying For A Position (cont.)

T e S | see a list of items to choose from.

= B
A = _.

\/Il’glﬂla JObS | Using the “drop-down” box, you can

HOME
SEARCH POSTINGS + Welcome Applicant, Sample. You are logged in, Friday, Julv 14, 2006
APPLICATION STATUS
EDIT APPLICATION
PREYIEW APPLICATION
CHANGE PASSWORD

LOGOUT To view open pastings, please enter your search criteria below. You may view all open postings by not specifying any search criteria and clicking an the
Search button.

Search Postings

. DEPARTMENT OF HUMAN
RESOURCE MANAGEMENT | 5earch Postings

* AGENCY LIST |

Working fdiunck Accounting Faculky v | Role | 4
Title Title iy

Type of
Recruitment | Any fgency
Drefinition

| Ay

® A Ol

Job Tvpe | Any Locatian Eampt'i'”k
ccamac

Alberta
lleghary

I SEARCH I CLEAR RESULTS

¢

[2] ﬂ Internet




Applying For A Position (cont.)

r

8 Commonwealth of Virginia Job Site - Microsoft Internet Explorer |Z||E|g

File Edit ‘Wiew Faworites  Tools  Help .','

eﬁack W J \ﬂ @ ;\J f‘_\J Search H;t( Favorites ﬁ‘} __' _.I @JL ﬁ J% ﬁ

T 1
Address |:ﬁ:| https: ffiobs. agencies. virginia. gov ) applicants fispfsharedFrameset Frameset. jsprtime=1 152887538312 V| Go

\/il’gi iaJ ObS

- Select “"Any” and click "SEARCH" to
SEARCH POSTINGS « Welcome Applicant, Sample. Yoo are logged in. brlng up a Ilst Of a" Open pOSItionS-

APPLICATION STATUS
EDIT APPLICATION
PREYIEW APPLICATION
CHANGE PASSWORD

LOGOUT and clicking on the
Search button,

. DEPARTMENT OF HUMAN
RESOURCE MAMAGEMENT | Search Postings

* AGENCY LIST

Working | Ay
Title

Twpe of
Recruitment | A
Drefinition

® Ay O oal

Job Type Ay Location :amptnnk
CCOMmac

Alberta

Alleghary

I SEARCH I CLEAR RESULTS

é ‘ Internet




Applying For A Position (cont.)

|_ |r8||a JObS ——— Click “"VIEW” to see the Position details.

HOME i

SEARCH POSTINGS + Welcome Applicant, Sample. ‘ou are logged in, Friday, July 14, 2006 ‘
APPLICATION STATUS
EDIT APPLICATION

PREYIEW APPLICATION Sea I'Ch Resu I ts
CHANGE PASSWORD
LOGOUT

To view the position details and/for apply to a peéition, click on the “wiew' link below the Job Title, To sort, click on the arrow next to the colurnn titke,

RETURNING USERS (Flease STOP and regd important message!)
» DEPARTMENT OF HUMAN . o . _ - ) _ o ) _
el EE G RPN A I vou need to edit your applicatioryinformation before applying for a position, please click on the 'Bdit Application' link on the 1eft hand side of margin. You

will not be allowed to change your Application information after you hawve applied for a position.
* AGENCY LIST

Search Results

984 Records

" = z Job Open | yy Job Close Job ;
\d Job Title id Role Title id T \d Agency

; i S L ik Dept of Criminal Justice
Prog Admin Specialist IT 07-14-2006 07-28-2006 Full-Time: Sves (140)

Dept of Criminal Justice

Trainer Instruckar IIT 07-14-2006 07-28-2006 Full-Time Sves (140)

Capital Outlay Program Director (Y0049)
Wigw

Dept of Juvenile Justice

ArchfEngring Mgr 11 07-14-2006 07-28-2006 Full-Time (777)

2 @ Internet




Applying For A Position (cont.)

lrglnla_j ObS =

Lexranc " o ST r;rﬂ'n - M bmr.rnmr"" -

| To apply for this position, click here. ~

SEARCH POSTINGS If you need o edit your application information be

APPLICATION STATUS 'Edit application' link on the left hand side of margin. The Position deta"s are ||Sted here_

EDIT APPLICATION infarmation after you hawe applied for a position,
PREVIEW APPLICATION
CHANGE PASSWORD
LOGOUT

APPLY FOR THIS POSTING

DEPARTMEMT OF HUMAM

RESOURCE MANAGEMENT Position Information

S e 2 L working Title Technical Instruction Supervisor Field Services Coordinator DOC

Rale Title Trainer Instructor II1

Job Open Date 07-14-2006

Job Close Datelobs close at Spr EST. 07-28-2006

Job Type Full-Time

Hiring Range t£41,299-F52,000

Aoency Dept of Criminal Justice Sves (140)

Agency Website bt Ay dcis. wirginia.gow

Lacation Richmond

Position Mumber 00174

é i Inkternet




Answering Supplemental Questions

\irginiajobs

Tunitics in state government |

i

Applicant Emplovment Site

HOME
SEARCH POSTINGS + Welcome Applicant, Sample. You are logged in, Friday, July 14, 2006
APPLICATION STATUS
EDIT APPLICATION
PREYIEW APPLICATION

CHAMGE PASSWORD .
LOGOUT Internal Auditor

Supplemental Questions

You have not completed applying for this position -- Your application is not eligible
el for review until you receive a confirmation number.

RARENCE LI In order for your application to be reviewed for this position,

check the certify statement, then click the Submit Answerg Answer any su pplemental

If you do not wish to be considered for this specific position, queStlonS here'

It _ist_r'e-:-:nn'_nn'cnlended t!'nat wou do ot use your bmwser'_s "E-a-_:k", "Forward” or "Rn_the Note: not every posiuon W|”
existing windaw, This may cause unexpected results, including loss of data or being i
have supplemental questions.

*Required infaormation is denaked with an asterisk,

Supplemental Questions

Aire vou Familiar with the Institute of © No Response
Internal Auditor's Standards For the () ves
Professional Practice of Internal Auditing? On

o

This position requires a valid driver's license

and a driver record that reflects respect for - (%) No Response
the laws administered by DMY (points nok O

less than minus 63, Do vou have a valid Vs

S ® Internet




Answering Supplemental Questions (cont.)

\/IrglﬂlaJobS

e aﬁ;bu.*".'-' _.____--- S i

HOME * bowards certification as a Certified Public
Accountant or Certified Inbernal Auditor?

SEARCH POSTINGS

ARRLICATION JTATU: This position requires skill in evaluating the T

EDIT APPLICATION L s Just as when you initially

PREYIEW APPLICATION examples to dermonstrate vour ability ko - -
created your application, you

CHANGE PASSWORD satisfy this requirement.,

LoGouT - will electronically “sign” your
Certify Application . . . .
i application by clicking here.

I hereby certify that all entries on both sides and attachrments ar e and cormplete, and T agree and
understand that any falsification of information herein, re ess of time of discovery, may cause

* AGENCY LIST forfeiture on my part of any employment in the servi t the Commonwealth of Yirginia. I understand that
all information on this application is subject to sefitication and

checks, I also consent that you may co references, farmel Then click here to save your

DEPARTMENT OF HUMAN
RESOURCE MAMNAGEMEMNT

Iisteu;l regard?ng this ;pplicatin:un. I er authorize ﬂﬁe_ Cormg app“@jaon tO thIS pOSition.

any information received froArTsuch contacts. Information conty
disseminated to othepagencies, nongovernmental organizations or systear® on a need-to-know basis for
25 determined by the agency head or designe

In order for your application to be reviewed fop#1is position, please answer the supplemental questions
and check the certify staterment above,

SUBMIT AMSWERS TD SUPPLEMENTAL QUESTIONS WITH MY APPLICATION

canceLarevive Touzs postine 4—— OF Click here to cancel applying
to this position.

S & nternet




lrglﬂl _ObS S

HOME

SEARCH POSTINGS

APPLICATION STATUS

EDIT APPLICATION

PREVIEW APPLICATION

CHANGE PASSWORD

LOGOUT

DEPARTMENT OF HUMAN
RESOURCE MAMAGEMENT

* AGEMCY LIST

Attaching Your Document

of epporiun nrﬂn-um‘rgmfmmr' e

Microsoft Word document, the following are steps you can take 1o help
POF format properly .

Please use "standard" fonts, such as Times MNew Roman,
dvoid the use of complex tables and shading

Avoid the use of several colurmng in one docurment,
Avoid embedded images, such as pictures or gr

once you have attached your document, pleasgAlick the View link to ve
If your document appears to have formatting’problems, please click the
docurment, then adjust your document agfeeded by following the tips 3

2 Records

Aktach Resume

. Attach / Document Attached Documenc ¥IEW
D Required Remove Type ("Type"_'Date'_'Time") Document

Some positions will ask for you

- | to attach a resume, cover letter,

or other document to your
application. If you wish to do
so, click “Attach” next to the

relevant Document Type.

In order to attach a document,
you will need to have saved it in
an electronic format such as a
Word document or a PDF file
(see next slide).

Aktach Cover Letter

To apply without adding a
FIMISHED ATTACHIMNG DOCUMENTS A/i document- C"Ck here-

CANCEL APPLYING TO THIS POSTING

NOTE: To protect the security of your application information, please logout of the site and close your browser window

when you are finished.

é ﬂ Internet




Attaching Your Document (cont.)

ll"glﬂla_j ObS

HOME

SEARCH POSTINGS

APPLICATION STATUS

EDIT APPLICATION

PREYIEW APPLICATION

CHANGE PASSWORD

LOGOUT

o DEPARTMENT OF HUMAN
RESOURCE MAMAGEMEMT

® AGEMNCY LIST

; poriam nr{fn&ﬂfrgmf.mmr "_

Eebrn to Previous

If your document is in Microsoft Word ar POF format, please use the Upload feature to attach your
document, Otherwise, please use the Paste feature,

Upload a new Resume:

To upload a Microsoft Word or PDF docurmnent, click Browse, then select the file vou wish to upload
and click Open. Your docurment must be less than 2 MB in size. Click Attach when you are finished,

Mote: IF your document is NOT in Microsoft Word or PDF format, please copy

document below. Click here to search your
File: | |(Browse. computer’s hard drive or a

ATTACH | floppy disc.

Paste a new Resume:

Enter (or copy and paste) the text of the document in the 4 Or, copy and paste the text of
finishied,
s your document here. Note that
/ using this Paste box will not
preserve the formatting of your
documents (fonts, etc.)

é a Internet



Attaching Your Document (cont.)

A pop-up screen will open and you
can search for your resume.

Choose file

(STl W R Cormputer

For example - Double click |
=8 314 Floppy (40 on 3 - Floppy A: to

£3 .
x3 l-’5 Lacal Disk (C:) search a disk.
Hiztaory ! = Compack Disc (D1

Select the
location of L
your file Desktop

by Documents

\ ";:_ii:::'.'l
by Computer

“5 =

by M E':' ork P...

File narme: Open

Files of type: All Files [*.%] Cancel
i




Attaching Your Document (cont.)

Choose file

Laok jr: | =8 2% Floppy (] -| & ®Eck E-

Click on the file name of
: \ your resume
History

Deskio p

ky Documents

by Comnputer

£ =
==

My Hetwark P...

File name: Then click “Open” here Open |

Files of twpe: 2l Files (7.7 - Cancel |
P




Attaching Your Document (cont.)

lrglnlaJ ObS S

T ‘-"_n.

Sriini nrﬂnh ﬂtrgmrmmmr"‘ g

HOME

SEARCH POSTINGS
APPLICATION STATUS
EDIT APPLICATION
PREYIEW APPLICATION
CHAMGE PASSWORD
LOGOUT

Feturn to Previous

If your document is in Microsoft Ward or PDF format, please use the Upload feature to attach your
document, Otherwise, please use the Paste feature,

Upload a new Resume:

DEPARTMENT OF HUMAN To upload a Microsoft Word or PDF document, click Browse, then select the file vou wish to upload
BESUMEEL IR AR LEREN T and click Open. Your document must be less than 2 MB in size. Click Attach when you are finished,
Mote: If your document is MOT in Microsoft Word or PDF format, please copy and paste the text of your

* AGEMCY LIST
document below.

File: |'|,'|,Oriu:un'l,accu:uuntmanager|[ Browse.. |

Confirm your attachment by
ATTACH 4
—amack | clicking “Attach” here.

Paste a new Resume:

Enter {or copy and paste) the text of the document in the text area below. Click Attach when you are
finishied.

Text:

é i Internet




Attaching Your Document (cont.)

HOME

SEARCH POSTINGS

APPLICATION STATUS

EDIT APPLICATION

PREYIEW APPLICATION

CHANGE PASSWORD

LOGOUT

DEPARTMENT OF HUMAM
RESOURCE MAMNAGEMENT

* AGEMCY LIST

Services Coordinator DOC

Confirm

Retirn to Previous

You have not completed applying for this position!

Your application is not complete until you receive a confirmation number,

To permanently submit this document to your application for this position, click the Confirm... button at
the bottom of the screen.

To cancel attaching this document, please click the Return to Previous link on this screen,

once you click Confirm and Finish Attaching Documents, you will not be able to attach any further
documents o your application for THIS position.

Type

Technical Instruction Supervisor /Field Services REsiTE Fesume_07-14-06_12-02-
Coordinator DoC 25CT

Click “Confirm Attaching
Document” here.

COMFIRM ATTACHING DOCUMENTS l'




Attaching Your Document (cont.)

e Microsoft Word document, ﬂ"IE ﬁ:ullu:uwmg are steps you can take to belh encre that it will convert to | a
SEARCH POSTINGS

ek Rl To attach additional documents,
APPLICATION STATUS i i ; : . .
e e Please use "standard" fonts, such as Times MNew Roman, Aria CIle another AttaCh I|nk for the

Ayvoid the use of complex tables and shading

EREVIEWARBETCAEION Avoid the use of several columns in one document, releva nt dOCU ment_ TO Complete
EHANGERASSWORD tvoid embedded images, such as pictures or graphics

LoGouT applying, click the “Finished
Orce you have attached your docurment, p_lease click the Yiew Iir'|_ AttaChlng DOCU mentS" button

If your docurment appears to have formatting problems, please cli
DEPARTMENT OF HUMAN

eI st | docurnent, then adjust your document as needed by following ey In this examp|e, we will click
* AGENCY LIST “Finished Attaching

2 Records

n
FY Required | Pttach/ Document Documents.
1 Remove e -

Remove Resume

Cover Letker

FIMISHED ATTACHING DOCUMENTS

CANCEL APPLYIMNG TD THIS POSTING

NOTE: To protect the security of your application information, please logout of the site and close your browser window
when you are finished.

é ﬂ Internet
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HOME

SEARCH PDSTINGS

Completing Your Application

— Tl el S T

mp ey ] - S - - ___.._."".
o J‘t-!"ﬂ i _T, i, v

+ Welcome Applicant, Sample. ‘fou are logged in.

Fridaw, July 14, 2006

APPLICATION STATUS

EDIT APPLICATION

PREYIEW APPLICATION

CHANGE PASSWORD

LOGOUT

DEPARTMEMT OF HUMAM
RESDURCE MAMNAGEMENT

* AGEMCY LIST

Your Application Has Been Submitted

The following is your confirmation number. Please save this number for
future reference: 556224

Thank you for your interest in this position. The screening and selection process will begin following the
closing date and will continue until & successful candidate is chosen. Should review of your gualifications

result in a decision to pursue your candidacy, you will be contacted,

ok |

MOTE: To protect the security of your application information, pleas
when you are finished.

CONGRATULATIONS!

You've just applied for a
position. Please write down
your confirmation number.

Click "OK"” and you can see
the positions for which you
have applied.




Managing Your Positions

You can see the status of your
Irglnla_] Obs _ | applications and review your

HOME

SEARCH PDSTINGS

@ range B oppoTIIRIHES (A State govermment ! = a application to each position on
this screen.

+ Welcome Applicant, Sample. You are logged in. Fridayy, July 19, 2006 |

APPLICATION STATUS

EDIT APPLICATIOM

PREYIEW APPLICATION

CHAMNGE PASSWORD

LOGOUT

o DEPARTMENT OF HUMAN
RESOURCE MANAGEMENT

* AGEMNCY LIST

Application Status

The table below lists the positions you have applied o,

s Toremove your application from consideration for a position, click on the Withdraw Application link for that
positian,
{Note: If you withdraw your application, you will NOT be able to apply for the same position again].

Application Status

1 Record

. Position — Confirmation 1 Sy Application i Attached ;
n TitIE n ngency n nppl“:at“]n m

Technical

;Tt;::itslz:'jﬁeld E o DF| In Progress

i S56224 Jumtim oycs  ViEw Application  07-14-2006  Withdraw Resume Resume
Coordinator DOC (140) Application

Wign

é ' Inkernet



Managing Your Positions (cont.)

Il"glnla_j ObS

draﬂgr el t;r.fi‘n-qntrgmrmmrm‘ e

HOME
SEARCH POSTINGS = Welcome Applicant, Sample. You are lagged in. Friday, July 14, 2006

APPLICATION STATUS

EDIT APPLICATION o
PREYVIEW APPLICATION \ You can view the status of all
CHANGERRSSWORD The table below 1 @PPliCations by clicking the “Application

LOGOUT . - :
Status” link any time you login.
s TOremovey ; Application link for that

DEPARTMENT OF HUMAN positian,
RESOURCE MANAGEMENT {Note: If you withdraw your application, you will NOT be able to apply for the same position again).

* AGEMNCY LIST

Application Status

1 Record

Position — Confirmation 1 Sy Application i Attached
n TitIE n ngency n nppl“:at“]n m

Technical

;Tt;::itslz:'jﬁeld E o DF| In Progress

i S56224 Jumtim oycs  ViEw Application  07-14-2006  Withdraw Resume Resume
Coordinator DOC (140) Application

Wign

é ' Inkernet




Managing Your Positions (cont.)

lrglnla Jobs -

araﬂj.: por t;r.fi‘n-qntrgmrmmrm" =4 e

e To apply for additional positions,

SEARCH POSTINGS + \Welcome Applicant, Samp

e simply click Search Postings and follow
EDIT APPLICATION \ the exact same process as before.

Friday, July 14, 2006

PRE¥IEW APPLICATIOM
CHAMNGE PASSWORD
LOGOUT

The table below lists the { NOte you will NOT have to reenter your
entire application information.

s Toremave your ap]
DEPARTMENT OF HUMAN positian,

* RESOURCE MANAGEMENT (Note: If you wit You will OnIy need to answer any ame position again).
* AGENCY LIST questions associated with that position,
Application Statwl  and/or attach another document

1 Record (resume, cover letter, etc.).

Position Confirmation Application Attached ;
v Title u Mumber kJ Agency | LJ Application | Y Date \J Status | UJ Documents

Technical

;Tt;::itslz:'jﬁeld E o DF| In Progress

i S56224 Jumtim oycs  ViEw Application  07-14-2006  Withdraw Resume Resume
Coordinator DOC (140) Application

Wign

plication link for that

é ' Inkernet




2 Commonwealth of Virginia Job Site - Microsoft Internet Explorer

File Edit \iew Favorites Tools  Help

Qs © M B G P o @22 8 LB E 2B

Address @ htkps: ) ijobs. agencies, virginia. gov/applicants) jspishared)framesetFrameset, jsprtime=11528977 12562

lrglnlaJ Obs | | Whenever you return to the

-" -y - -

portion nmwwsmmmr ~_ —— Online Employment System, just

Applicant Er

HOME login using your User Name and
SEARCH POSTINGS LDg in P asswo rd i

CREATE APPLICATION
LOGIN You have logged out, You may login below to reenter the site,

Returning User
If you already have an electronic application on file with the Commonwealth, please login to the site with
your Lser Mame and Password,

DEPARTMENT OF HUMAM
RESOURCE MAMNAGEMENMT

* AGEMCY LIST

User Name: |

Password: |

¥ou are about ko log in to a secure syskem, When
vau are finished, please click Logout ko ensure
that others with access to your compuker canniok
wigww wour infarmation.

% [ Forgok My Password

S B Internet




¥

2 Commonwealth of Virginia Job Site - Microsoft Internet Explorer

File Edit Miew Fawaorites  Tools  Help

eﬁack - \u,) D m SEarch NFavurltes @ L:g* :}F ﬁ _J @& ﬂ e:% '3

.ﬁ.ddress @ https:fijobs. agencies . virginia.gov/ applicantsjsp/shared framesetfFrameset jsprtime=1 1528977 1 2562

iIgnidjobs

-ﬂ"l‘d‘!lR pporiin nrsi‘n-t:mrj:nwmmmr

. Applicant. Emplovment Site

HOME

SEARCH POSTINGS | Lng in

CREATE APPLICATION | If you forget your USER NAME,
LOGIN You have logged out. You may login below to reenter the site. contact the Employment Office.

DEPARTMENT OF HUMAN Returring [ser
R g | I you already have an electronic application on file with the Commonwealth, please login to the site with

your User Name and Password,
* AGENCY LIST

User Name: |

Password: |

Yol are abouk ko lag in ko a secure syskem, When

If you forget you r PASSWORD, you are finished, please click Logout to ensure
. l that others with access to your computer cannok

click here. Your secret question | view your information.
will be displayed for you to

danswer.

7 I Forgok My Password

@ Done é ﬁ Internet




Frequently Asked Questions

Q I already have an application on file prior to when this system was made
available. Do I have to enter a new application?

v Yes, you must submit a new application using this system.

Q Do I have to resubmit a new application every time I need to make changes
or additions or apply for a new position?

v" The new online application will allow you to update and change your information
at any time using your own user name and password.

Q Can I attach a resume or other document to my application?

v After completing the application, you will be allowed to apply for positions. Most
(but not all) positions allow you to attach a resume, cover letter, or other
document to your application for each position. The documents which may be
attached will vary from position to position. In order to attach a document, it
must be in an electronic format such as Word or a PDF file. If you do not have your
document in one of those formats, you can copy and paste it in from another word
processing program.

Q@ Can I use more than one resume/cover letter?

v Yes, you can submit a new document for each position you apply for. The system
will store several versions of your documents, which can be attached to
subsequent applications for different positions.




Thank you for viewing this

presentation!




